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Terms of Employment

This handbook has been prepared as a guide and reference for all employees.
Unless specific benefits or rights to the contrary are granted to an employee
through resolutions, individual employment contracts, applicable Civil Service
Rules, or valid and effective collective bargaining agreements, employees are
considered at-will employees and may be terminated from city employment at
any time, with or without cause and with or without notice.

The policies and procedures described in this handbook are not conditions of
employment. The City reserves the right toc amend, delete, supplement, clarify, or
rescind any or all such plans, policies, or procedures, in whole or in part, at any
time, with or without notice. The City reserves the right to deviate from these
policies in individual situations, particularly in an emergency, in order to achieve
its primary mission of providing orderly and cost efficient services to its
customers.

These policies and procedures do not promise specific treatment in specific
circumstances; they do not create an employment contract either express or
implied and they do not guarantee employment for any length of time with the
City. Although we hope that your employment relationship with the City will be
long-term, we recognize that at times things do not always work out as hoped.
Either of us may decide to end the employment relationship at any time.




Section 1. Introduction

1.1 About the City of Kelso

Welcome to the City of Kelso. Kelso has been the county seat of Cowlitz County since 1922. There are
approximately 83,000 people living in Cowlitz County, with more than 11,800 residing in Kelso. The City
of Kelso, originally known as Crawford, began as a donation land claim on the banks of the Cowlitz River.
Peter Crawford, the City’s founder, first platted the town in 1884 and renamed it in honor of his
birthplace, Kelso, Scotland.

The City of Kelso is a Charter Code city with a Council-Manager form of government which separates the
policy-making and administrative functions. The City Council, composed of seven council members
elected at large, determines policy and is politically responsible for its actions. The City Council selects a
City Manager as chief administrator for the City. The City Manager is accountable to the Council.

Each department within the City’s organization has a Department Head who reports directly to the City
Manager.

1.2 We Are Glad You Are Part of Our Team

As an employee of the City of Kelso, you are now part of a team of dedicated and conscientious
professionals working for the total long-term satisfaction of the Kelso community. This handbook has
been prepared as a guide and reference to acquaint you with the policies and procedures of the City.

This handbook applies to all employees, regardless of when hired. If there are conflicts between this
handbock and any provision of a coilective bargaining agreement or Civil Service Rules, the collective
bargaining agreement or Civil Service Rules apply. \

If you are an existing employee, this handbook is a summary of policies and procedures which have been
developed over a period of time. This handbook is intended to reduce any confusion which may arise
from unwritten or inconsistent policies and supersedes any previous policies which may be inconsistent
with this handbook.

Please spend the time necessary to review and understand this handbook. If you have any questions
about this handbook, your job, or any other job-related issue, please feel free to ask your supervisor,
Department Head, or the City Manager.

Section 2. Employment

2.1  Equal Employment Opportunity/Nondiscrimination Policy

The City of Kelso Is an equal opportunity employer. Every employee has the right to work in
surroundings which are free from all forms of unlawful discrimination. All decisions involving any aspect
of the employment relationship will be based on merit principles and without regard to race, color, sex,
creed, religion, age, marital status, national origin, citizenship, the presence of any sensory, mental, or
physical disability, veteran status, or any other status or characteristic protected by local, state, or




federal law. Discrimination and/or harassment based on any of these factors, is totally inconsistent with
our philosophy and will not be tolerated,.

The City will provide reasonable accommodations to qualified individuals who are employees or
applicants for employment, unless to do so would cause an undue hardship. Employees may make a
request for accommodation to his/her supervisor, the Department Head, or the City Manager. Upon an
employee’s request for an accommodation, the supervisor, Department Head, or City Manager and the
employee shall engage in an informal process to clarify the individual needs and identify the appropriate
reasonable accommodation to enable the employee to perform the essential functions of his/her
position. The City reserves the right to obtain documentation from the employee’s physician about the
disability and functional limitations. The City reserves the right to use a physician of its choice to
determine the need for accommodation. The City will pay for the medical assessment should the City
exercise its right to use a physician of its choice. The City reserves the right to transfer an employee to
an equal and available position consistent with the employee’s medical or physical limitations should
the employee possess the minimum qualifications for the position.

It is our desire to make equal employment opportunity a fact at the City of Kelso and the City is,
therefore, committed to:

*  Recruiting, hiring, training, and promoting persons in all job classification without regard to
race, color, religion, sex, national origin, disability, veteran status, or any other non-job related
characteristic.

*  Ensuring that promotion decisions are in accord with eqgual employment opportunity requirements
by imposing only valid, job-related requirements for promotional opportunities.

*  Ensuring that all personnel actions relating to compensation, benefits, transfers, terminations,
training, and education are administered in a nondiscriminatory manner.

2.2 Harassment

It is the City’s policy that harassment on the basis of an employee’s race, color, sex, sexual orientation,
creed, religion, age, marital status, national origin, citizenship, the presence of any sensory, mental, or
physical disability, veteran status, or any cother status or characteristic protected by local, state, or
federal law wilt not be tolerated. Prohibited harassment includes comments, slurs, jokes, innuendoes,
cartoons, pranks, physical harassment, etc., which are derogatory on the basis of an employee’s
protected class membership. Harassment also includes negative actions based on an employee’s
participation in activities identified with, or promoting the activities of the protected group. Sexual
harassment includes unwelcome sexual advances, requests for sexual favors, or other verbal or physical
conduct of a sexual nature.

Employees have the right to be free from such harassment on the job, whether from co-workers,
supervisors, or management. Harassment is prohibited by state and federal antidiscrimination laws
where:

*  Sybmission to such conduct is made, either explicitly or implicitly, a term or condition of
employment;

*  Submission to or rejection of such conduct by an individual is used as the basis for employment
decisions affecting such an individual; or
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*  Such conduct has the purpose or effect of interfering with an individual’s work performance or
creating an intimidating, hostile, or offensive work environment.

ALL EMPLOYEES ARE PROHIBITED FROM ENGAGING IN THE HARRASSMENT OF ANY OTHER
EMPLOYEE.

Every employee has a duty fo assist in maintaining a workplace free of inappropriate harassment. Part
of your job duties include: the duty to report the harassment of fellow employees or others to your
Department Head or the City Manager.

Any employee who believes he/she is being harassed or discriminated against by a supervisor or co-
workers should first try to make clear io the alleged harasser that the behavior is unwanted. A victim of
harassment should document what both parties said or did and immediately notify his/her Department
Head. In the event that the harassment involves the Department Head, he/she should notify the City
Manager; and should the harassment involve the City Manager, he/she should notify the Mayor. No
employee will be retaliated against, in any way, for making a good faith complaint of harassment or
cooperating in an investigation. Every effort will be made to insure that complaints of harassment are
resolved promptly and effectively,

Those who violate this harassment policy will be subject to disciplinary action, up to and including
termination.

2.3  Work Place Violence

Work place violence is any verbal or physical action that is communicated or perceived as a threat,
harassment, abuse, intimidation, or personal contact, that produces fear, causes bodily harm, or
damages property. Even joking about violent acts is prohibited. Work place violence may involve
family, friends, strangers, co-workers, elected officials, or members of the public. The City does not
tolerate acts of violence towards City employees or property. All acts of violence are treated seriously
and each act of violence will be dealt with promptly and appropriately using administrative, managerial,
legal and disciplinary actions to minimize risk to employees and property.

All employees are responsible for refraining from participating in violent actions and for reporting to
their Department Head or the City Manager any threating or dangerous situations that occur within the
work place or affect their work requirements. Employees who feel an immediate threat and cannot
reach a manager should call 911 and leave the area as soon as possible. With the exception of
employees in the Police Department who are permitted and expected to carry weapons as part of their
official job duties, City employees may not bring weapons of any type into the workplace.

2.4  Eligibility for Employment

in accordance with the Immigration and Naturalization Service’s requirements, an employee will be
required to verify his/her employment eligibility. All employees are required to provide documents that
establish thejr identity and eligibility for employment in the U.S. within three (3) days of their first day of
work,

2.5 Medical Examinations/Fitness for Duty Evaluations

To assure an employee’s safety and ability to perform the job, a medical examination and fitness for
duty evaluation may be required under the following circumstances:
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After returning from a medical leave of absence.

After becoming ill on the job.

After suffering a work related injury. '

After being exposed to toxic materials.

When a supervisor or another manager has reasonable cause to believe an employee is
unable to perform the duties of his/her job.

s o0 oTo

All medical examinations conducted under this Section will be Job-related and consistent with business
necessity. An employee may be required to have a signed doctor’s release when returning from a
serious injury or illness, or when returning from sick leave if his/her use of sick leave exceeds the
standard for the department and is placed on a sick leave monitoring program. (See section 5, Sick
Leave.)

In addition, all applicants for certain physically demanding positions who have been given a conditional
offer of employment must pass a physical examination before actually being hired. This examination
will be paid for by the City and will be conducted by a licensed physician approved by the City. All
applicants for employment with the City are required to take and pass a drug screen before being
employed by the City. (See Section 6 of this Handbook.) ‘

2.6 Anniversary/Accrual Date

If an employee’s first day of work is between the first thru the fifteenth day of the month, his/her
accrual date will be the first of that month. If the first day of work is between the sixteenth and the
thirty-first day of the month, his/her accrual date will be the first of the following month. The accrual
date will be used for vacation determination, as well as other personnel policies and procedures as
described in this handbook or in the City’s policies. For purposes of the retirement plan, the anniversary
date will be the day you actually begin work. To determine when medical coverage is effective for a
new employee, see Section 4.3 of this handbook.

2.7 Posting of Openings and Selection

We encourage promotion from within. To encourage current employees to apply for open positions,
available positions may be posted on designated City bulletin boards at least ten (10} calendar days prior
to the last date for filing an application for the position at the discretion of the department head. If an
employee is interested in a posted job opening, follow the steps described in the job posting.

2.8  Orientation Period

The first few months of any new job, whether newly hired or recently promoted, are critical for both the
employee and the City to have the opportunity to closely evaluate whether the employment
relationship should continue or whether the promotion is appropriate for the employee.

All new employees and newly promoted employees will have a six (6) month orientation period during
which the newly appointed employee has the opportunity to demonstrate his/her capability to fulfill the
duties and responsibilities of the job. If during or at the conclusion of the sixth month orientation
period, either the City or the employee believes that employment should not continue, separation from
employment will follow immediately. In the case of a newly promoted employee, the City, in the
discretion of the City Manager and Department Head, may re-assign the employee to another position

instead of terminating the employee.
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2.9 Hours of Work

Working hours for most full-time employees is Monday through Friday from 8:00 a.m. to 5:00 p.m. and
consists of forty (40) hours each work week. An employee’s actual scheduled hours of work will be
assigned by his/her Department Head. Schedules will be assigned to ensure adequate staffing during
working hours. An employee may be required to work overtime as business conditions dictate.
Overtime must be approved by his/her supervisor as provided by Section 3 of this handbook.

2.10 C(lassification Plan and Employee Status

A, Classification Plan
The City Manager will prepare and keep current a classification plan for gll employees. As part of this
classification plan, position descriptions will be developed and positions will be grouped into classes of
approximately equal difficulty and responsibility. These classes will then be assigned a pay range. The
position descriptions are intended to be used as guidelines and are descriptive, not restrictive.

B. Employee Status

* A regular, full-time employee is defined as one who is regularly scheduled to work 40 hours or
more per week.

* A regular, part-time employee is one who is regularly scheduled to work less than 40 hours per
week.

* A temporary employee is one who is scheduled to work for a predetermined, limited period
(temporary, seascnal or projects).

An employee will be informed of his/her classification and employee status at the time of hire and
whenever that classification or status changes.

2.11 Promotions, Demotions, Transfers

A. Promotions
in order to provide career development oppertunities within the City, it is our policy to give current
employees promational opportunities whenever possible. Positions will be filled on the basis of
qualifications and experience. Notice of promotional opportunities will be posted as provided above. If
an employee is promoted, he/she will receive the starting rate of the new class, or a step increase
(whichever is higher), provided, however, the increase may not raise his/her rate of pay over the top of
the new salary range.

B. Demotions
If, in the opinion of the Department Head and the City Manager, an employee’s performance has
resulted in decreased value to the City, a demotion and reduction in pay in lieu of dismissal may be
authorized by the City Manager. The employee may not be demoted to a class for which he/she does
not possess the minimum qualifications. The reduction in pay will not go below the minimum of the pay
range and the employee must receive notice of this action thirty (30) calendar days prior to its effective
date. The employee will be provided with a written statement of the reasons for the action at least two
(2) weeks prior to the effective date of the demotion and reduction in pay.
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€. Transfer
if an employee wishes to transfer to another office or department within the City, the employee should
submit a request for transfer to the City Manager, through his/her Department Head. All requests for
transfer must be approved by both the employee’s current Department Head and the Department Head
of the department into which the employee wishes to transfer. An employee may also be transferred if,
in the opinion of the City Manager, upon recommendation of the Department Heads involved, the
transfer is necessary to serve the best interest of the City.

If an employee is transferred within his /her salary range, the employee will transfer at the same rate of
pay. If the employee is transferred to a different salary range, the guidelines involving promotions and
demotions will be applied. No employee will be transferred unless the employee possesses the
minimum qualifications for the new position.

2.12 Exempt/Non-Exempt Definitions

Exempt Employees: Some employees are classified as exempt from the Fair Labor Standards Act
(FLSA), or applicable state laws, and are not eligible for paid overtime. These positions are typically
managerial, supervisory, professional, or administrative.

Non-exempt Employees (Overtime Eligible): Non-exempt employees are entitled to overtime
compensation or compensatory time off for hours worked over forty {40) in a work week. Positions
which are entitled to overtime are not eligible for additional vacation as provided in Section 4 of this
handbook.

An employee should see his/her supervisor if he/she has any questions about overtime eligibiiity or
regarding his/her overtime pay. At the time an employee is hired or transferred, he/she will be told
whether or not his/her position is eligible for overtime compensation.

2.13 Rest Breaks and Meal Breaks

All non-exempt salaried and hourly employees will receive one fifteen {15) minute rest break for every
four (4) hour work period. This rest break is to be midway into the work period, but not to be disruptive
to regular City business. Rest breaks will be scheduled unless, due to the nature of the job, they can be
taken on an informal basis throughout the day. The rest breaks will be considered time worked for pay
purposes. Scheduled rest breaks may not be taken immediately preceding or following the meal break
or the beginning or end of the workday. Non-exempt employees will receive a sixty (60) minute unpaid
meal-break during their shift. An employee’s supervisor may require that meal breaks be rotated to
allow for continuous operation of City offices,

2.14 Performance Reviews

Generally, an employee’s supervisor or Department Head will conduct a review of his/her job
performance each year during his/her anniversary month. The purpose of this review is to establish
performance goals and review the employee’s progress toward completing his/her objectives.

2.15 Personnel Files

The City maintains a personnel file for each employee. Upon request, an employee will be given a
reasonable opportunity to inspect his/her file. If an employee disagrees with anything in his/her file,
he/she may add a statement to the file. If an employee wishes to review his/her file, contact the
Finance Director to schedule an appeointment. The Finance Director, or an individual designated by the

|

14




Finance Director, will be present when an employee is reviewing his/her file. Personnel files are City
property. Certain portions of an employee’s personnel records may be subject to public inspection
under Washington law. For more information on public inspection of persennel records, see Section 8
of this handbook.

2.16 Health and Safety

It is the policy of the City of Kelso to strive to provide a safe and healthful work environment for ali
employees. Safety is everyone’s responsibility. An employee is required to report hazardous or unsafe
situations, and work related accidents to his/her supervisor immediately. A supervisor will keep a log of
accidents and injuries in his/her department(s). Copies of all Labor and Industry reports should be sent
to the Finance Department.

2.17 Employment of Relatives

Family members employed by the City of Kelso will not have supervisory responsibility for other family
members and will not be employed in positions that may create a conflict of interest or audit problem.

If two employees of the City marry and there exists the possibility of a conflict of interest, one of the two
individuals will be required to transfer or to terminate employment. A request to transfer in this
circumstance should be made to the City Manager. The city will make reascnable efforts to arrange a
transfer whenever possible. If the two employees do not select which of them will be transferred or
terminated, the City Manager will make the decision.

Section 3. Pay Practices

3.1 Salary Plan

Salary ranges will be established based on rates of pay for other classes, relative difficulty or
responsibility of positions in the class, availability of employees for that position in Cowlitz County, rates
of pay in other jurisdictions, cost of living factors, financial policies of the City, and other economic
considerations. Salary ranges are intended to provide flexibility to allow the Department Head to
recognize differences in performance between employees, provide incentives to employees, and reward
employees for meritorious service.

Generally, when an employee is hired, he/she will be paid at least the minimum rate of pay for that
position. The City Manager may approve a rate above the minimum if the employee possesses
exceptional qualifications or experience which warrants the higher rate. An employee may be assighed
a rate less than the minimum for training purposes. This training period may not exceed six (6} months.

3.2 OQOvertime

A.  Pre-Approved Overtime
For payroll purposes, the work week is Sunday through Saturday and consists of 40 hours, If a position is
eligible for overtime {non-exempt), the employee will receive one and one-half (1 %) times his/her
regular hourly rate for every hour he/she works in excess of 40 in the work week, subject to state law.

Holidays, compensatory time off, vacation leave, and sick leave are considered time actually worked
when calculating hours worked for overtime purposes.
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B. Emergency “Cali Back” Overtime
If a non-exempt employee has left work or is on a scheduled day off and is called back to perform work,
the employee will be compensated at an overtime rate of one and one-half (1 %) times his/her regular
rate of pay. The employee will be guaranteed one and one-half (1 %) hours of work at this rate for the
emergency call back. The City, at its option, will determine whether the employee will work during this
period and what work the employee will be assigned. ‘

Certain positions regularly require emergency response. Special overtime procedures may be developed
by the department in those cases and the emergency call back overtime provision described above will
not apply.

Due to the nature of City operations, an employee may be required to work overtime., Except in the
case of an emergency, an employee must obtain approval, in advance, from his/her Department Head in
order to work overtime or take work home with him/her. Time sheets must be signed by the supervisor
for any overtime worked.

3.3 Compensatory Time

Non-exempt employees who work overtime may agree to receive compensatory time off instead of cash
payment. If the compensatory time option is exercised, the employee will receive compensatory time
off in the amount of one and one-half times the hours worked in excess of 40 hours in the work week.
{If compensatory time off is selected in lieu of emergency cali back overtime, the employee will receive
compensatory time off at the rate of one and one-half (1 %) times the hours worked for the call back.}

Compensatory time in lieu of overtime that is requested by the employee and granted by the City shall
not accumulate to a total amount greater than twenty-four (24) hours. If the maximum is exceeded in
any month, those excess hours shall be cashed out.

Compensatory time should be used for short term absences from work during times mutually agreed to
by the employee and the Department Head. If an employee wishes to use accrued compensatory time,

he/she must make a request to his/her Department Head, providing reasonable notice. The request will
be granted unless doing so would unduly disrupt City operations. '

3.4 Longevity Pay

In appreciation for years of service with the City, each full-time employee shall receive an annual
longevity bonus in addition to his/her regular salary, of four percent (4%) after ten (10) years of
employment. The amount of longevity pay is a percentage of the employee’s monthly base salary and
depends on the employee’s length of service, beginning with the month of his/her anniversary date.
Represented employees should refer to the longevity compensation provisions within their respective
bargaining agreements.

3.5 Payroll

There is one payroll period each month. If a payday falls on a Saturday or Sunday, employees will be
paid on the preceding Friday. If a payday falls on a holiday, employees will be paid on the last working
day preceding the holiday.
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The payroll cutoff date is the 20" of each month. Paychecks will reflect time worked through the end of
the pay period reported. Overtime, sick leave, vacation, and compensatory time off which is not
reported on the 20" will be reconclled in the next period.

With each paycheck, employees will receive a statement showing gross pay, deductions, and net pay.

An employee should contact his/her supervisor or the payroll clerk if he/she has any questions about
his/her paycheck.

An employee may choose to receive a maximum of 35% of his/her net monthly earnings paid as a draw
against his/her monthly earnings and suhject to verification of available funds. The opportunity to select
a draw option is available to an employee after receipt of his/her first check, or once each year in
February. Once elected whether or not to receive a mid-month draw, an employee may not change
his/her election until the following February. For more information, contact the Payroll Department.

The City reserves to right to change its payroll practices as it deems necessary or as required by
federal/state laws.

3.6 Time and Attendance Records

All employees are responsible to make sure that the attendance and hours worked are recorded
accurately on his/her timesheet. Altering or falsifying time records, or completing another employee’s
time and attendance record is prohibited and may result in disciplinary action, up to and including
termination. Time and attendance records are the property of the City and are not to be removed from
City premises.

3.7 Garnishment
The City will enforce garnishments and wage attachments as reguired by federal or state laws.

Section 4. Employee Benefits

PLEASE NOTE: The insurance benefits currently in place as outlined in this section are subject
to the terms and conditions found in the carriers’ contracts. They are also subject to change
at the discretion of the City. This is not an official summary plan description. For further
information about your benefits, contact the Finance Director.

4.1 Vacation

All regular, full-time employees not covered by a union contract receive vacation, based on years of
service, according to the following schedule. (Employees covered by a union contract receive vacation
based on the terms of that contract.) Vacation accrues each month beginning with the employee’s
accrual date. Vacation leave which Is earned in one month will be credited to the employee on the first
day of the following month. Employees are not eligible to take accrued vacation until six (6} consecutive
months of employment.

Vacation Eligibility: *From accrual date of employment Exempt Employees
Upon Completion of Number of Vacation Hours Hours
Years of Service* Days Per Year Per Month Additional 5 Days
1-5 13 8.67 12.00
6 -10 15 10,00 13.33
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11-15 20 13.33 ‘ 16.67

16 - 20 25 16.67 20.00
21-25 27 18.00 21.23
Over 25 30 20.00 23.33

Exempt employees are entitled to an additional five (5) working days (40 hours) of vacation each
anniversary year. {See Section 2 of this handboaok for definitions of exempt and non-exempt
employees.)

Exempt employees , who have accumulated in excess of 240 hours may choose, at the end of the fiscal
year, to receive a cash payment in lieu of time off for the additional five (5) day vacation benefit
described above, No more than forty (40) hours will be paid in cash.

Part-time, temporary, and seasonal employees are not eligible for paid vacation.

Vacation days are accrued each month, After the first six {6) months of employment, vacation may be
taken when it is credited to the employee. Employees may only use vacation which has been credited to
them and may not “borrow” from future vacation.

Vacation is intended to provide a needed break from work responsibilities and, therefore, the City
encourages employees to take all vacation, in full, each year as it is available. However, if this is not
possible, a maximum of 30 days {240 hours) of unused vacation may be carried over into the next year.

Vacation schedules must be approved by the Department Head. An employee is encouraged to take
his/her vacation in consecutive days, unless some other schedule has been approved by the Department
Head, if an employee has any questions regarding his/her vacation accrual, eligibility, or scheduling,
he/she should talk to his/her Department Head.

When employees with more than six (6) months of service leave employment with the City, they will
receive payment, based on the individual’s current rate of pay, for a maximum of thirty (30) days of
unused accrued vacation. Any amounts of accrued vacation in excess of thirty (30) days will not be paid
directly. Instead, the affected individual will be kept on the payroll in an inactive status until the excess
is depleted, based on the individual’s current rate of pay.

Employees who terminate employment with less than six {6) months of service will not receive payment
for any vacation time,

If a paid holiday occurs during a scheduled vacation, the employee will be given an additional day of paid
vacation.

If an employee is experiencing unforeseen financial hardship, he/she may, with Department Head
approval, receive pay for up to five (5) days of vacation in lieu of taking time off, provided the employee
has a current accrued vacation balance of more than fifteen (15) days. An employee requesting pay in
lieu of vacation time off must apply in writing to his/her Department Head. The request will be
reviewed by the City Manager and the Department Head.
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Employees who are rehired by the City after their employment has been terminated will be treated as
new employees and will accrue vacation based on their new accrual date. {For reinstatement after a
leave of ahsence, suspension, or layoff, see Section 7 of this Handbook.)

4.2 Holidays
The City of Kelso recognizes the following holidays for all full-time employees:

1. NEWYEAr S DAY . . oottt ettt e e e 1* of January
2. Martin Luther King, Jr.Day . ... oo e eiee e 3" Monday of January
3. PrESIENT S DAY . . o e ettt e ettt e 3" Monday of February
4, Memorial Day .. ..o i e tast Monday of May
5. INdEPENUENCE DAY . .ottt ettt et e e e e 4" of July
6. LaDOr DAY« it e 1** Monday of September
7. Veteran S DAY . o oottt et e e i 11" of November
8. ThanksgiVINE Day . ... ouiver it iieenennns 4% Thursday of November
9. DayAfterThanksgiving.........c i i Friday after Thanksgiving
10. CRFISEMAS DAY - ettt et et et e e i e 25" of December
11. Three (3) Floating Holidays . ... ......... . ... it Individual Employee Cholce

12. Any other day(s) proclaimed by the Governor as a legal holiday.

Any holiday falling on Saturday will be observed on the preceding Friday. Any holiday falling on a
Sunday will be observed on the following Monday.

With the exception of those offices Involved in emergency services, all City offices will be closed on
these holidays, except for floating holidays. Floating holidays will be scheduled by individual employees
on a day mutually agreed upon by the employee and the Department Head.

Part-time, temporary, or seasonal employees will not receive paid holidays but will be paid at their
regular straight-time rate for hours worked on a holiday. Floating holidays shall be credited to the
employee on January 1 of each year for the employee’s use and may not be carried over from year to
year; provided however, only one (1) floating holiday shall be credited to an employee in his or her first
year of employment.

If a non-exempt, regular full-time employee must work on a holiday, he/she will be given another day
off in lieu of the holiday. If the department is unable to schedule him/her for another day off, the
employee will be compensated in accordance with the type of overtime worked {i.e.: pre-arranged or
emergency call back overtime).

_Holidays for Reason of Faith or Conscience
Employees are entitled to two (2) holidays per calendar year for a season of faith or conscience or an
organized activity conducted under the auspices of a religious denomination, church, or religious
organization. Employees may use their accrued leave or the time may be taken as unpaid. Use of sick
leave shall not be permitted.

Employees may select the days on which he or she desires to take the two {2) holidays after consultation
with their supervisor/department head. If an employee desires to take the two (2) holidays on specific
days, then the employee will be allowed to take the holidays on the days he or she selected unless the
absence would impose an undue hardship, or the employee is necessary to maintain public safety. The
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term “undue hardship” has the meaning contained in the rule established by the Washington State
Office of Financial Management.

Leave allowed in this section must be taken during the calendar year, if at all; the allowed days do not
carry over from one year to the next. Requests for partial days off will count as a full day toward the
annual allotment of two (2) days. Leave requests shall be approved through procedures established by
the depariment head. Generally, prior written approval will be expected.

4.3 Medical, Dental, and Vision Insurance Benefits

Full-time employees are eligible to receive medical, dental, and vision insurance coverage through the
City, provided they complete and submit an enrcllment card within thirty (30) days of the employee’s
date of hire. If an employee does not want to enroil within thirty (30) days of his/her date of hire, the
employee must wait until the next open enroliment period {the month of December) to enroll in the
City's insurance plan.

For employees who are properly enrolled, insurance coverage Is effective as follows:

*  On the date employment commences for LEOFF 1 employees.

*  On the first of the month following the date employment commences, for LEOFF 2 and non-
uniformed employees.

*  On the first of the month following the date the employee’s employment commences, for all
dependents.

*  On the first of January, for anyone who enrolls during the open enrollment period.

The City shall pay up to the full premium cost of medical, dental, and vision insurance for employees and
eligible dependents in the non-represented group depending upon the type and cost of insurance plans
currently offered and as set forth in the City of Kelso Health Benefit Policy. Specific insurance plans
offered and the amount of premium costs shared by employees shall be determined by the City Council
and provided for in the City budget. Adding dependents to the City’s insurance pian is restricted by the
insurance carrier and, depending on the circumstances, may be limited to the annual open enrollment
period. Insurance benefits are provided to represented employees in accordance with the provisions of
their respective adopted collective bargaining agreement. ‘

The City reserves the right to make changes to the carriers and provisions of these programs when
deemed necessary or advisable, without priar notice to affected employees. Represented employees
should refer to their union contract for health insurance or other benefit information.

For more information regarding insurance coverage and answers to specific questions, refer to the
material provided by the insurance carrier. If an employee has additions, deletions, address changes,
etc. to his/her insurance coverage, please notify the Payroll Department immediately.

4.4  Supplemental Insurance Coverage

Full-time employees may also elect to purchase optional supplemental life insurance, as well as
additional insurance coverage for cancer, intensive care, hospital, or accident and disability. These
insurance options are in add